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ABSTRACT ^ \ „ > 

/ Intendied to present up-t6-date information dn . 
changing trends and cutrent practices rjelated to hiring and training • 
beginning office workers j the monograph offers analyzed and» tabulated 
data useful in making cbmparisons of 'job cliassifications, salaries, 
job requirements, aM in, learning of problems encountered with 
beginning office wotkers. The data in the 1972 survey were based^ on 
an 8<l percent return of questionnaires sent to 50 largd business 




office workers (typewri/tittg,\ shorthand, machine operating, and data 
processing); office behavior ■patterns; personnel practices and trends 
(hiring preferences, sdurces \of new employees, reasons for mot 
hiring, orientation and titaining programs, promotion criteria, and 
fringe benefits); salaii^'s of | beginning of f ice wotkers (1972, survey 
and 1973-74); and the j&rofilej of office employment. The appendix 
li^ts th^ firms that participated in the study and the survey ' - 
'instrument. (MW) 
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^ Tiltough the If forts of Dr. Norman F» Kallaus , the ^wa Business Education ' • 

Assoc iatioif is able to bring you up-to-dat# information on changing trends and , * / 

current practices related, to hiring ^^tid training b^ginnin^ .off ice workers. . ' 

, ■ . , ■ ^ • , ■' ■ ■ . . . . , . • ^ 

^ The demand for capable,' adaptable. off ice workers continues to grow, and it 

V : '. ./ ^ ■ , . -^-^^ , 

is the concern of business educ'a tors tp furnish business and industry with ^ell- * 

' ' ^ ' ■■ * " . ■ 

"trained workers' for entrir po- cions. This monograph wiJLi provide an invaluable 

' n • ■ : ■ . ■ . • ■ 

■ ■■ ' • I • ' • ■ • ' \ 'J 

guide zo educators for setting standards in training future office em^oyees and . 

' ■■ ' ' " f 

for structur^g course bontent to meet the eKpectations of tiie business world. 

Selecting. the "rikht" prospective employee for the job is a major conc^ern : 

for the office manager} and this monograph. will be most useful in making ^ > 

■ [ • '■ ■ ' ' ' • " ' 

comparisons of job cla's.sificati6ns,. salaries, job requirements, and in learning 

■ • ^ - I :.. ■ •■ ■ ■■ ••■ ••. • 

of problems encountered witH beginning office workers,'.. 

. ' V ■ ■ ■ 

■■l ■ . ' ■ ■ . ■ . 

• : Mrs* Glenny M, Tays . • 

** December, 1973 ' * IBEA Pr.csident - . 
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■ AN OFFICE EMPLOYMENT PROFILE 
' job-entry requirements^ behavior patterns^. 

AND career opportunities 



' - 1. INTRODUCTION , 

■• . ' . ■ 

The office world Is the victim of many stereotjj^es. To many' lieople, the 
office represents desks, typewriters, and calculating-machines; ringing 
telephones, xerox copiers, and paperwork; .receptionists, secretaries, and 
accountants. While t^is is not an. incorrect picture of the office in^ today's 
world j nevertheless it is a decidedly 'UmiteO^ew, and one that needs periodic , 
reexamination. . Q'^^h ' ' 

Historically the word c?f/t<?e h^s borne '^^^v^^ety of meanings, it has, ' 
for example , been called a religious cerferaony, as in the case of the office 
of marriage; a position o£ authority, such as ^he office of the President of 
fhe Unlted> States; and a function, such as the of fine of the ears is feo hear. 
In England, the word has frequently been used to identify the part of 'a house 
where servants perform their duties.* ' . 

* • ■ 

, In moiem times, business organizations have called the of f ice a> jjZae^ 
where information-processing work is' performed as well as the fAnotion of 
performing information-processing activities.. The basic point, v therefore, is. 
' that the office as a plaae-funoHon aLXid its employees as economic production' 
workers handle data in the form of words, numbers, and related symbolsi to 
produce a useful product-»-information. Numbers that are accumulated, (jlassif^ed, 
calculated, and summarized constitute, in today's parlance, data prooee$ingi 
similarly, the assembling^ recording, transcribing, reproducing, ahd?4reporting 
of words constitute the process called word prooeeeing. Both types/bf Information 
processing, when combined, constitute office,work in today's world ybf work. 

* 'ft- ' *' . ' ^ 

The responsibility for efficient office work rests upon many shoulders. 
In our nation's schools at various levels^ (high schools, junior and cojipunlty 
colleges, vocational-^technical schools, proprietary business schools, ^nd ^ 
collegfes and universities) curricula exi^t for /educating and re-educating people 



^Irene Place, "Paper 2} Systems and Procedures Research in Office AdminiS' 
trative Management," BUSINESS AND OFFICE EDUCATION, The Center for Vocational 
and Technical Education, The Ohio State University, March, 1966, p. 34. 



for office careers, Ir^^ addition, other institutions (in government as well as* 
in the^ private sectors.) seek* to sel'eci:, test, hire, and maintain an ^efficient 
office force. Those individuals h*61ding such^po^sitions as'office managers and 
supeitvisors; departmental and division executives such as the heads of personnel, 
data processing, and administrative services—all are vitally ihter;ested in 
maintaining an up-to-<^ate posture and knowledge? of office services. Finally, 
and perhaps, most importantly, the present and future students of our schoplsr- 
those many young men and wbmen^ho represent the office staff of tomorrow-- must ^ 
understand what the office is, what opportunities it offers to them, and how ^ 
their interests and aptitudes might be marshalled to secure profitable employment 
in the office, should this be their decision, ' . ^ 

1966 and 1970 studies V* i ' • \ ' 

. The. information in this mpnograph is basically a. follow-up study of two 
siinilat surveys, one made in 1966 and another in 1970,* The 19'66 studv in^iJ-uded 
res'pon.9es from §5 selected large firms in Iowa and surrounding state/. These 
same firms as well as additional organizations were purveyed later, and reported 
in the ^^970 publication, HIMNG STANDARDS AND JOB OPPORTUNITIES FOR BEGINNING^ 
OFFICE WORKERS, 2 in the 1970 report, 40 out of 55 quest iopnalres were returned 
prov^.ding up-to-date information on rifeny practical" aspects^ of the. off ice employ- 
ment environment especially related to job'-entry position^ normally filled by 
high school graduates, / \ / * 

*^ • ./ * f ■ ^ 

1972 study y • \ ^ v. 

♦ ■ • 

• . • p ■ 

Data in this survey were obt^^ined from questionnaires which were sent" to 
a group ""of the 50 largest business employers In the public sector in the State 
of Iowa, (A Tiist of these firms is fo^ind in Appendix A,) Forty-two of the 50 
firms responded to the request for information, representing an 84 percent return 
*Even though the nature of tiie group surveyed in the three studies varied to some 
extent, nevertheless /each covered the State of Iowa -and its inajor industries; 
and* each included information of a very similar 'natures Consequently, it is / 
believ^ed that sufficient similarities es^ist in the studies to make comparisons 
meaningful throughout this study, (T.he questionnaire used in^hi^s study- is found 
in Appendix B,) j 

Basically, this report is intended to give business educators and their 
students, as well as business administrators— men and women occupying position^ 
in the office and, personnel management— an opportunity to study the /current 
t)ffice empioyment ^scene. Each of these individuals shares an interest in 
efficient office production, and each' needs to be alert to changing trends, and 
current praptfces related to hiring beginning office workers,. Wherever possible, 
too, each one should be able to make comparisons with and observe trends as 
reported by earlier studies, ^ . / 



^Norman F, Kallaus, HIRING STANDARDS AND JOB OPPORTUNITIES FpR BEGINNING 
OFFICE WORKERS, Bureau of Business and Economic Research, The University of Iowa, 
Iowa fclty, 1970* 



Admittedly, some Information, such as data on salaries and job , availability, 
will continufe'to change through time because of conditions in the local, state, . 
regional, and national economies. However, the basic ^lature of the of f ice 'job 
picture also contains many elements of stability and a c^ear-cut pattern which 
teicher» student, and businessperson alike can x-jatch with interest and, it would 
seem, confidence. " ' . ' 



2. TYPES OF OFFICE JOBS AVAILABLE 



. Of special interest to business teachets and high school students are the 
types of office jobs- .available for beginning workers in the firms surveyed. 
Each of the 42 firms responding to this survey listed one or more office jobs 



available, as shown in Table 1. 



\ 



' ' Business teachers, in 
which were indicated as ^V£. 



Typ'qe of jobs aOaildble—Qomgajped with 1966 and 1970 stvAies • \ 

particular, may be interested in the office jobs 
lilable in each of the three studies and in comparing 
any changes in this list with findings o| previous studies. An abbreviated 
comparison of the six most frequently listed i)Ositions follows in descending 
order of frequency: 



19? 2, study 

1. clerk-typists 

2. mail clerk 

3. 'stenographer 

4. filing clerk 

5. receptionist 

6. keypunch operator 



' 1970 BiMdy 

filing clerk 
mail cletk 
keypunch operator 
stenographer* 
transcriber 
receptioni'St 



1^66 study 

clerk-typist 
stenographer ^ 
general clerk 
machine operator 
transcriber . ■ . 
messenger 



A glance a1 
listings in all 




these available positions indicates very Similar position 
hree studies. In addition, it continues to substantiate the , 

fact that high' school gi^uates of office education 
programs will most likely f iwd- work in the general 
clerical positions. If on"e assumes that only the 
stenographer (as a shorthand-using worker) is the 
ortly position not traditionally regarded as general 
clerical, th'fen these surveys reconfirm the steady 
role that general clerical, skills must play in 
pr.eparing beginning office workers. 

Some fluctuation is noted in both keypunch 
.operator and stenographer positions in each of 
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• ' ■/■ ■ ■ ... 

these studies, .in addition, such positions as bookkeeper and acounting clerk ■ 
W6<e not mentioned in the- top . six ,positibin^" in any_ of the studies, nor* were « • 
any clerical positions other than. computer- operator located in the data processirtg 
department. However this latter position- aitd the IBM MTZ-sr. operator in word 
processing represent the first time' that these mass production positions have • , 
taken a firmer hold In the office employment scene.- ^ ■> . 



3. KNOWLEDGE to' SKII/L PQUIREMENTS FOR 
BEGINNING OFFICE WORKE?.S »' 



Cxivic'^nt standards for typewriting skilts 

■ \ The- typewriter remains the "workhorse" machine in the off ice;, and it/ ' 
remains the principal machine for^ which office education instruction exiats. . 
As expected J 'allV of the firms replied to the queries regarding typ.ewritiijg skill 
req'ulrements for Vlerk- typists (Table 2), for stenographers .(Table 3),^ arid for • . 
receptionists (Table A).. A comparison of kley data from each of these tables " 
with earlier studies follows. Note espec^4lly footnote 3 for an interpretation 
of the cumulative data^ columns in this s.tudy. . 



Current standards for shorthand skills 

Slightly miore' than half o,f the firms 
responding, indicated shorthand skill require- 
ments for stenographers. Since no reasons, 
were given for the f&ct that 20 (oiit of 42) ^ 
firms did not indicate' any such skill require- 
ment fpr this position, one>cannot speculate 
on the need for such a skill for this i)psltion, 
Current literature references iand consistent 
want-ad scanning clearly point out the , 
.continued high demand for stenographers \ 
possessing a usable shorthand skill. 





^To interpret the tMes in this monogrhph: These tables wfer^' genera'tfed ' - 
^bya NUMFREQ (numerical frequency) standard computer program.^ In providing 
the frequencies and cumulative information in each table, the titles of the 
four right columns on each table" had to be i)roperly labeled to„be meaningful 
to the reader. Note, for example. Table '2, which .1^ a typical table. In order . 
to- read' section A of this table, for example, the reader should note that 9 firms 
reported a typing speed requirement of 50 "wpm, which represents a cumulative number 
of 52 typing requirements reported, these 52 requirements,, in turn, .represent; 
15.517% *of the total 'of 58 typing requirements reported, or a cuifiulatiye percent 
of 89,653% of all typing -requirements ri^ported. Obviously, then, the cumulative 
riumber 'and percent of firms could not be presented by/&h^s standard program, 
especially. since many firms often reported on more than one item,per question when 
they submitted data 'on the questionnaire. ^ . 
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.Three tables (Table 5, for clerk-typistj 6, ^or stenographer; and 7. for 
receptionist) show shorthand-, skill requirements, for heginning of f ice -workers', - 
These tables, among other' things, dispel the myth that ^nly secretaries ^^nd 
stenographer^ are required to possess a shorthand skill. ,As would be eKpectedj 
of course,:, a majority of the firms requiK^ed, shorthand as a skill, for stenographe 
rather than for clerk-typists, and receptionists, . 



Comp<xr'tng^:yping cpm shorthand skill requirements . " 

The. following dat£^ summariz6 the. low-to^high speed ranges for typewriting 
skills and for shorthand skills requited of clerk-typists, Stenographers, and 
receptionists. In addition, median figures are provided, 



position 

cl^erk-typistJ 
stenographer 
receptionist 

'position 



clerk- typist 
stenographer 
receptionist 



typing skilt 
requi^&d speed range 

lb-60 wpm^ 
)-80 wpm 
2^60 x\rpm 

shorthand skill 
required speed range 

•40-80 wpm ' 
60-120 wpm 
50-90 wpm 



median 



• 5» 



. 45 wpm-5 min, 
.. 60 wpm-5 min, 
^ 42 wpm-5 ml^. 



median 



^thwp5-5 min, 
80 wpm-5 min. 
70 wpm-5 mini 



♦ l|o8t skill requirements in typewriting ^nd shorthand remained relatively 
.stable as one compares "1966 , 1968, and 1972 datai The one ^icception iis the 
required shorthand speed for stenographers which is now 60-jl20 wpm (a low-to- 
high range) as compared to 70-100 wpm, as^ reported In the 1/968 study. N6 
comparable standards are available for receptionists, as this work category 
was not included in the previous studies. ' / , 



Types of machine operator skills required '• 

Tahle 8 shows cle^trly the wide range <?f inforraation'/processing machines 
used in offices as well\as the variety of skills, required to operate these 
machines. Note that the typewriter was not included, in ithis . table , the assump- 
tipri having been made earlier that it v;as a basic ma^hiYe whose pperattbh is./ 
att absolate necessity for all office workers, ' M 

DatA'' from this survey show that adding and calculating machines, keypunch 
machines* and duplicating machines ranked 1, 2, and, 3 /in terms of frequency 



• ^All typewriting ^eeds throughout this study r^fer to gross .viotA^ per 
minute.. " - 
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as was true i'xi both the 1966 and 1970 studies. -, Far down the list in order- of 
frequency are the other machines, with no firms requiring any knowledge of / 
microfilming equipment, pres^'fimably because this equipment— at least in. a * i 
photographic sehse-rrepres^nts highly technical work. ' • , 

> . . ■ » ' . ■ 

Of 'special interest in Table 8 is the operational skill required for operating 
the computer. Inf|l966 the computer ranVied eighth; in 1970, fourth; and again in 
1973, eighth, sugfe^sting that the computer familiarity requirement is vari?ible, ' 
outranked in 1973 by the teletypewriter (possibly a computer terminal device) , 
addressograph, and tabulating machines, other than the keypunch. "Business 
teachers will agree that the operation of the computer console is rarely taught 
in high schools; in fact, rarely is it taught in 'a formal classroom. Rather, 
it seems to be taught on the job as a high3.y specialized activity in a data 
•processing department. , . \ 

Amount. of data proojsssing knowledge and skill required •' . 

A very interesting, and possibly surprising, finding appears in Table 9 
concerning the data processing needs 6f new office workers'. All but 6ne of , 
the respondents replied. to tli is- question, with 26 firms indicating that no., 
training'. in, data processing was essential unlf^s. employees work directly in J . 
a data prpcGSsing area." Only 12 firnis (but of 42) felt that trainjlng in ddta 
^ , • processing would be hedpful; Cumulatively, 

■ . • thetefore, 38 of the .4j>s£irms responding to ' 

' this question do not feel' that any training 
■ ^ -in data processing i6-required, In-essenTte, - 

this must mean that new office workers are 
t basically manual systems oriented; or, if 

they do qualify for data processing positions, 
» such training is provided by tlie firms- ' 
' themselves'. - * 




^yl: ■ —-»»» 

iffl tD2CDO 
0 




This finding differs markedly from the 
1970 study f^indings in which 16. out of 40 
firms required some acquaintanceship knowledge 
of data, processing, and an additional 6 felt 
such training would be helpful. The 1966 
study disclosed almost identical findings to' 
the 11970 study. ^ 



Cux*rent'and a^tioipated ahanges in office skill requirements 



Table 10 shows what changes, in skill requirements have taken place Qver the 
past five years. Respondent firms listed a total of / 55 different 'reactions to the 
question of change in their office skills. Two iteiris of change stand ou^« • 
significant J (1) the fact that no change has qccui^red; and (2) ^ flrn^ (^it of 
a total pQ^ible 42 firms indicated less need* for .shorthand. 
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The unending debate on. the need to retain the present emphasis or de- 
celerate the' shorthand program sieems.npt to haye been settled in ^hls study. 
With slightly more than. half of the firms requiflng shorthand anji almost half 
not requiring It can come much conjecture and speculation, Probably the chief 
reason for the lack of. shorthand required in this survey is that only entry- 
level positions were included.; and traditionally shorthand has been the reqifired 
skill of positions such as secretary which are above this entry level of work. 
Then, too, an inability ^o find shorthand-capabilities' in workers has led 
personnel managers to seek substitute skills involvj,ng machine transcription. 
Since 'employers and exectjtiveg have "weaned" themselves away from shorthand 4 
dictation to machine dictation, many firms no longer specify 'shorthand for 
entry-level jobs. This does not say, however, that they would not prefer [ 
shorthand skills to machine transcription skills if such a skill were 'available; 
neither does it negate the advisability of offering shorthand, necessarily. 

In a dynamic economy such as ours, it is to be expected that many changes 
would be anticipated by businessmen responding to this survey. In this study, 
18 out of the 4'2 firms surveyed did °not anticipate, any changes in hiring stan- 
dards (in Table 11 this represents 18 firms expressing "no significant change" 
out Qf the 71 expressions of anticipated change by the 42 firms), with most firms 
averaging approximately "^four changes anticipated. In this, context it is important 
to a note thAt 11 firms anticipated less need for shorthand and 10 anticipated a 
greater need\f or data processing (EDP) trainjLng. Not unexpectedly, np firms 
anticit>ated dhanging to lower standards as might be true if worker supply were 
lower. ' ' . - 

■ * . . 

4. OFFICE BEHAVIOR PATTERNS , 



.Strong influences exist today for improving the human condition. With 

new forces aimed at liberating women, at improving human and social probJ^ms^ 

both on and' off the job, and with concerted efforts directed at ovS'rcomin| 
environmental pollution, it is important that the office as a majcJr socio-economic 
work environment be studied. Both /office and personnel m|riagers as well as 
business teachers must be able to Identify with and stress* the human as well .as , 
the technical, problems relating td successful office performance. 



Human relatione problems : . ^ 

Participants in -^hls stu^y, as in the 1970 study, were asked to comment 
on human relations problems f^und in their offices. But new to this survey 
was a question asking for th6se activities and behaviors of the office stc f f 
which were considered taboo^ that is, either forbidden or not encouraged. The ' 
top three human^lations problems listed in the two surveys in percent "of 
responses were: / : * , 
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1972 study 

1. '/poor use of time (21%) 

2. "^lack of . responsibility (13%) 

3. .lack of dependability (10%) 



. ■ ■ 1970 study 

1. lack. of responsibility!^ 
iack of dependability^ '^-^^^^^ 

2. inappropriate dress (32%) 

3. absenteeism and poor (30%) 
attendance 



Admittedly intangibM8» factors, responsibility arid dependa&j.lity ^s worker 
asfeets s^em to preseiit difficult problems to handle .in off ipe work situations. 
'-^-,41ack of both qualities seems to Osm^j or- concern of office managers in both 
^ur^eys-. However, ..the 'poor use'of ti-rae, which ranked fifth in 1970, is now ranked 
first by firms in Tabie 1*2, -as compared to fifth in the, 1970 study. Given^the ; 
current high cost of office labor, it becomes very understandable as to. why the*- 
poor use of time seems to be a critical human relations problem in tlyls study. 
(The reader can gain additional insight into this labor-cost, factor by examining 
Sefction 6 in, this monograph, which relates to salaries pf office workers.)' 

• . ' •■ . ' ' ' 

... • < , • . \ 

' , Teachers, continue to face the real; challenge in indoctrinating .students to ^ 

the interpersonal problems of^tlie off ice' a- social environment. More than 

discussing" such problems in the' classroom is necessary. beginning workers are 

to adjust and f -f t properly into tiie business world. Of .course, many of the = 

problems c'annot be realistically simulated in the classroom, althcu|Jt_ they can 

J_-_li"e-jLdentif led and -discussed, - - ■— -r. — -■'^^''i ' ' 



Taboo activities 



Textbooks used in classes have a tendency to cover standard, .formal work 
■procedures, leaving the so.-called down-to-earth "nitty-grittjr" to be ..handled by 
the worker on the job. In an effort t„o determine how liberal (and liberalized) 
the office environment is today, a question was posed as to what activities at^ 
modes of - behavior 'are considered taboo in the offices today. Table Jl3 suqmiafizes 
these activities/behaviors. ' • > 



"personal 



and large 
behavior 




all these behaviors m^y well be grouped under the classlf icat-lon 
problems" (as opposed to professional behavior on the job). 

] Reading of paperback novels, eating lunch 
■ ' or snacks, c.jewing gum and smoking, als w6ll 

4s personal conversation can easily deteriorate 
; into unprofessional- behavior and probably for 
this reason, are not condoned by office managers 
Good taste and regard for the company \image 
must never be*neglected by the office workers. 
Overdressing (the activity listed as very ' 
fashionable dress) and other behavior patterns 
must receive attention in the of f ice, classroom, 
especially at a time when in-school dress anil 
behavior may potentially be subject to wider ^ * 
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^ behavior swing's than are condoned by the participants in this study. 

Interestingly, 9 of the 42 respondents who indicated tn.toto 101 responses 
to- this^ question would not permit husband and wife to be employed in the same 
company. This indicated but one personnel policy which should be discussed 
by students wbp. are preparing for the world of work. Other equally interesting 
' policies and procedures could be compiled by a survey of personnel offices in 
the: school's home community. ^ 



5. PERSONNEL PRACTICES AND TRENDS 



In contrast to the 1966 and 1970 studies. 



this survey inquired at some length into many 
pfWctices and trends involved with the minafeement: 
of office personnel. Included in th\s list- of 
topics Were the* following: 



(1) Office-entry jobs open to men 

(2) Preferences in hiring given to ^ - 

graduates, of cooper at iv^programs 

(3) Sources of employees fo^ the office 

(4) Reasons for not. hiring as ^reported 

by personnel m^agers 
<5) Orientation and training programs 
(6) Criteria for promotion of office 

employees 

(7^ Fringe benefits available to office 
employees • 




OffiQe-entvy o'ohe open to men ' ' \ ; * 

• The earlier studies made no^ mention of the sex ofKempldyees. Since 1970, 
however, a steadily increasing strfess has been given to sexual discrimination, 
sex stereotyping, women's liberation, and other social action programs, ^many 
of which have implications for the office, Since the Introduction of ^the type- 
writer in the office was said' to have emancipated • women and brought them into 
the office by the millions, it seemed appropriate to determine whether wom^n 
were solely the onJ'y gendfer considered for entry-^level positipns in the office. 
To this, end a queslion on the types of offi-ce jolis for which young men would be 
considered ^was posed and summarized in Table 14. .The results of this question 
show that the top four office jobs for which young men would be considered are, 
in this order: both computer operator and payroll clerk in 30 out qf 42 fii^msj / 
mail clerk, in 27 Mrms; and clerk-typist, in 24 firms. In almost half of the / 
firms, many of the other positions, long considered to be female-dominat.ed 
positions, were listed as possible positions for young men. The most notable 
example, probably, is that of stenographer, t^here traditionally a shorthand skill 
is required, Business teachers could well emphasize the results of this table 
to their young men as well as young women in high school. 
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Preferenaee in hiring oooperative program graduates 

Sinpe 1963 and the passage of the Vocational Educat ion . , there has been 
a great lnci*ease in the use of the cooperative program method for training high 
school students on the job, Typioially students spend mornings' in school and 
afternoons in offices getting realistic office experience. For ;,;thls study," 
therefore, it seemed interesting and important to determine to what extent personnel/ 
office managers would indicate a preference in hiring for graduates of cooperative 
programs. Table 15 gives an overwhelming preference for cooperative program 
graduates in that 39 out of the A2 firms expressed such preferences. It would be 
interesting to determine in a subsequent study, whether the respqgidetit firms have 
had direct experience with such programs or whether publicity and/or hearsay deemed 
t(J motivate such answers. 



Souraee of new *empibyee(e for ^"^^ office . . " . 

Office education. students and their teachers (who are usually informal 
placement directors) are always inter ested in the hiring be h avior of the fi rms 
"ln ,their area, "^ch of the "flrffiT was asked to list tne chief source tor obtaining 
office employees. The state employment agency was considered as the chief source 
by '1:5 out of the 36 firms who responded .to this question (6 firms did not reply), . 
with 9 of the largest city firms suggesting they went directly to the school 
placement service. Research indicated tlMt all of the firms using state employment 
agencies had such offices in their own cities. In contrast, the private employment 
agency whose services require a fee for placement was not used so often. (See 
Table 16.) • ^ 

, ' , ■ - • ■ - " . , ■ ■ 

Reasons for not hiring ' a yroayeot'ive empj-oyee ' • . . 

Students can learn much from "how to" %h well as."how not to" situations. !« , , 
this case, nonskill reasons* for rejecting a prospective employee represent how 
not to be hired," or more specifically, "what. to dto if you don't want to get hired. 

Experience ranks first as a reason for re- 
jection by hiring officers as shown in Tab.le 17, 
a point which may well h^ related to the 
pref^erence fc>r cooperative program graduates 
who have h^d' i^erienc on at least a half- 
time basis Nitji?ing their school years . Per8onal;tty 
ranked'second, in part at least suggesting the 
Importance of a pleasant nature, a positive 
attitude, a willingness to work and to learn. 
Appearance, too, was an important determinant 
of rejection, a point which should be clearly 
Impressed on the would-be office worker. 
' (This question was not r'osed in earlier studies 
and hence cannot be corapaired with tjhls study.-) 
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dipientation and tvcdning, prggrams ' ,. 

A widely varying length of orientation and training programs is shown in 
Table 18, Number of days of such training— new to this, study— ranged from 1 
day, (as in the case of 3 firms) to ISQ, with the mode figure being '30 dAys. The 
contents of these training programs were not divulged— only their length; although 
content would be a significant type of information for business teachers who 
are often interested In knowing to what extent their program content overlaps or 
even duplicates tHat of tHe training given in offices where their, students are 
placed. \ ^ . * 

■ CviteHa for promotion of office employees ' ^ 

The data in Table 19 should be interpreted to mean that there are 66 different 
responses from the 42 f i'Y:iffs:::asr%o the criteria by which beginning office workers 
are promoted. .(This suggests>lightly less than two criteria reported by each 
firm.) Heading* the list is the very ijnportant,-j^ril|erion, perfbrma|ape on the job, ^ 
which relajted to overall efficiency and effectiveness . Suph common work per.foraance^ 
"lieSesFlTies'araccuracy and nea^ss olr work,. fcen^aTOity^Tl^~puncrualir^ , as well" , ' 
'as a host of other performance factors, are probably involved in this criterion. 
Time' in service— the seniority factor— was second in frequency of reporting. 

Fringe benefits available to office employees 

. • ■ * 

' Many prospective employees today evaluate firms on the size of their fringe- 
benefit "package." For that matter, fringe benefits have, comfe to be considered 
as an expected "right" of some employees, but students must o'clearly understand these 
benefits as expensive. cbsts ^o employers. The range of such benefits Is brpad, 
with the 42 firms reporting a cumulative list of 175 benefits as listed on Table 20. 
All of these firms had some form of a fringe benefit jprogram, but the most frequently 
reported "fringe" was insurance (group life and group health) reported by 35 firms, 
followed by coffee breaks, which are usually not classified as a benefit. An 
interesting assortment of other benefits was reported and is listed in its. entirety 
in Table 20. Students shoul'd be made, ai^are that most of these benefits should be 
considered as additions to their income as employees of the firm and their provision , 
properly appreciated. . ^ ' . 

6. " mARIES OF BEGINNING OFFICE WORKERS, 

^ _ N. ■ . .. . • 

The job ;ls more than the paycheck, though admittedly compensation is a vfery 
important factor in achievdlng a good work relationship. While salary figures 
are likely to fluctuate widely over periods of tlnye, it Is interesting to make 
' some comparisons with earlier studies as well as to note how the present study 
compares with national salary surveys conducted by national organizations. 

' . • .. ■ ■ . / • , ■ \ \ ■ ■ 
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Monthly^ salaries - 1972 study 

Tables 21, 22, and 23 report monthly 
salaries for^ clerk-typists, stenographers, 
and receptionists, respectively. The lowest 
range of figures reported in each table is. 
apparently meaningless since it probably 
was interpreted as "weekly" rather than . . 
monthly salaries. Other salary ranges are 
noteworthy especially since they represent 
a different range for each of the 37 firms 
reporting; 5 firms reported no salaries 
for clerks (Table 21) and 11, no salaries 
'lot receptionists (Table 23). 

* 

From a glance, at the left (salary-range) column in all three tables (21, 
—2 2T-and-25)-^ xan-be-seen t hat a wid e la ag e of saiartgff is-repOTted. ' A closer 
look suggests that much overlap is to be found in the reported ranges— but that 
no two ranges-exactly duplicate any other except in two instances in Table 23 
(receptionist salaries) . One explanation' of the wide variation in. such ranges 
is that several classifications such as clerk-typist I, clerk-typist II, etc., 
may be included, even though the original question asked for monthly salary 
ranges for beginning workers for these three positions. 

In an effort to' summarize salary information in this, study, the following 
information is provided: 

t. 

All Salaries (Clerk-typist, Stenographer, Receptionist) 

.* 1972 'Study . ' \ . 



position 

clerk-typist 
stenographer 
receptionist 



range 

$300-620 
325-815 V 
332-703 



median 

$460 
570 
517 . 



mean 

$463 
470 
A30 



It is interesting, then, to compare the above summary figures with those figures 
of the 1968 study, a time period of five Inclusive y^ars: , 



position 

clerk-typist 
stenographer 
receptionist 



1968 study 
median. mean 



$320 
321 
370 



'$315 
367 



1972 study 
median mean 

$460 $463 
570 470 
517 430 



^narea8e 
median mean 



8% 

15% 



9% 
8% 
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In this case, the median for the 1972 study was found by calculating the 
midpoint of the salary range for each classification, while the mean was determined 
by dividing all reported salaries by the number of firms responding. Those 
figures for both mean and median for the 1968 study were ap.proximated from 1968 

: . . .data«.5- -Data for-lthe-X968--^72. -inclu8ive ,five'ryear .period .were then c 

to yield a percent of , increase for each, position class if legation. 

■■ Cux>x*ent 2 9? 3-7 4' salaries • ° . 

> ^ " ^ Business teachers and office managers should be aware of Several annual 

(and highly reputable) surveys of white collar workers' pay. Two of the most 
important are the annual survey conducted by the Bureau of Labor Statistics and 
the'.Salaries Study of the Administrative Management Society, Willow Grove, 
Pennsylvania. In both surveys, regiohal salaries are prepared offering interest- 
ing comparisons to be made region by region. One of the latest surveys of 
clerical-level salaries reported by the Bureau of Labor Statistics shova these 
U.S. averages (as reported in the September', 1973, issue of NaHon's Btt8ine88)i 

0 ... • . I 

' . ' ■ mge wage 

position ' ■' per week pei» month 

Mail clerk-file clerk $96.00 $432.00 

\' General clerk B . 108.00. 486.00 
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129,00 580.50 
111.00 499.50 
121.00 544.50 



S^neral clerk A 
Typist-clerk 
Stenographer 

Secretary B 137.00 616.50 

. Secretary A 159.00 \ 715.50 ^ 

• * • ■ ' • •• ' ■ ' ■ 

On another Wtional scale, comparable data for this same time period (late 
1972 and early 1973) as compiled by the Administrative Management Society (AMS) 
show these figures for two of the three" positions included in this study (the 
receptionist category was. not included in the AMS survey):'' ** ■ 



. V,S, aoevage 
position , ' ^1972 1973 i^c 



orease 



clerk-typist • $468 $499 6.7% 

stenographer 513 544 • 6,1% 



^Kallaus, op» ait., p. 8. ^ 

^Offiae Salca>ieet Administrative Management Sociiety, 27th Annual Survey, ' 
1973-74, 1973, 
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37 



Median salaries in this kudy closely parallel the averse salaribs reputed 
by AMS which .were based d»ti the use^ the arithmetic ajean rather (than tha 
median as a measure of central tendency. 



tuiiy 



As this current s 
.8l;M4y. Compare fayomblyj 
Business teachers should 
and the hiring offices 
is available to students 



shows, the salaries offered by the fibjs in this 
id£h_thQf?fe_AaIar.iea rep^k<^.i^^ 
open up communication lixieii between their classrooms 

their communities so^that such salary | information 
contemplating early/employment. 



ill 



/?. THE PROFILE/OF OFFICE EMPLOYMEj^^ 




One can nevei^ say with total/certainty how well a set of 
population for which the study Is intended. Yet we know that 
data, given, the/stability of o/f ice work standards and skills 
proper survey (controls, can ^ften by considered typical of th 
tion in the areas covered W the study. EspeciaJ^ly is this t 
make undue,' unnatural comparisons through time, between pr am 
geographic regions; atiA jthe like. 



data represent the 
of f ice. employment 
performance and 

employment situa- 
ue. if one does not 
ng vastly different 



segment of the office 
mid-United States, 
While one cannot 



^ The survey data reported in this monograph deal with on€ 
employment market ia a heretofore agricultural region in the i 
but an area which Is greatly increasing its urbanizing tempo 

say with certainty that these data are representative of otbsr midwestern states, 
let alone states in other areas of the United States, the results should at the 
very least off^r useful compatisons to teachers and ptsrsoiiheL and office managers 
everywhere. /. . 

By way of summary as well as conclusion, the reader is referred to Figure 1, 
An Office Employment Prof ile, which describe^ in abbreviated! format what this 
study is all about. It tends, it would seem, to reconfirm what many educators 
and onagers, have continued to contend— that the functions 6f an office, are 
comprised of the many activities to handle busine-ss Information— whether they be ^ 
typing, filing, duplicating, sorting, collating, calculating, or transfer ibing— 
arid whether they include men and women only, or have 'superimposed upon the human 
structure, the awesome shadow of man's mighty Information machine, the computer. , 
Iti any case, the office retains its traditional functions of service and managerial 
support, regardless of , any* new •'mlK** of man and machine in its overall operation. 
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\ APPENDIX A 
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FipS IDENTIFIED AS PARTICIPATING IN STUDY* 



Firm 

1. Aluminum Company of America 

2. Armour and Co. . • • 

3. Bourns, Inc. 

4. J. 1. Case Co*. 

5. Cherry-Burrell 

6. ClintonMCo^n Processing Co. 
Div., Standards Brands, Inc. 

7. D^lavan Manufaoturing Co. 

8. bes Moines Register • 

& Tribune Co ; 

9. E. I. DuPont DeNemours & Co. 
lOi -Eagle Signal . 

Div., Girlf & Western Ind., Inc. 

11. Firestone Tire & Rubber Co. 

12. Fisher Controls Co, ^ 

13. Flexsteel Industries, , Inc. 

14. General Electric Co. 

15. George. A. Hormel & Co. 

16. John Deere Tractor Works 

17. John Deere Tractor Works 

18. John Deere Tractor Works 

19. John Deere Tractor Works 

20. Lennox tindustr lies. Inc. 

■•■.,1. . . 

21. Link-Belt Speeder 
Div,, -irfc Corp. 

22. Mason & Hanger-Silas 

Mason Qo^ Inc. 
23..' . The Maytag Co. 

24. 'McGraw-Edlson Co, 

25. Meredith Publishinig Co, 

26. John Morreli & Co. 

27. Penick & Ford, Ltd. 

28. The Quaker Oats Co. 

29. . Reiser een Co, 

30. W. A. Sheaffer Pen Co. 
3X» Sheller -Globe Corp . 

32. Square-D Co. 

33* WhitiB Farm Equipment Co. 

34* Winnebago Industries, Inc. 

35. Wilson-Sinclair Co, 

36. Zenith Radio Corp. of Iowa 

Mother -six firms not Identified 



Looation ■ 

Davenport 
Mason City 
■,'tiaes ^ 
Burlington 
Cedar Rapids 

Clintorr 

West Des Moines 
Des Moines 

Clinton* 
Davenport 

Des Moines 
Marshalltown 

Dubuque 
Burlington 
Fort Dodge 
Des Moines 
Dubuque 
OttKiQwa 
Waterloo 
Marshalltown 

Cedar Rapids 

Burlington 

; Newton 
Centervllle 
Des Moines 
Ottumwa 
Cedar Rapids 
Cedar Rapids 
Pella 

Fort Madison* 
Keokuk 

Cedar Rapids 

Charles City 
Forest. City 
Cedar Rapid? 
Sioux City 



Type of Product 

alloys, copper, etc. 
meat product3 
potentiometers 
tractors, backhoes 
automatic control. 

* systems 
livestock feed, aci^s 

g;rains, seeds 
newspapers 

chemicals 
industrial timers, 

traffic controls 
tires, re t^ads 
control valves, 

instruments 
furniture 
components 
meat products 
harvesters 
crawler tractors 
harvesters, blowers 
farm tractors 
heating, air 

conditioning 
power shovels, ^ 

cranes 
explosives, ammunition 

automatic washers 
toasi:ers, broilers . 
magazines, books 
meat products 
food products 
cereals 

wooden windows, 

folding doors 
fountain pens, fluids 
sponge rubber crdsh 

pads 

circuit breakers, 

switches 
farm tractors 
recreational vehicles 
meat products 
phonographs, radio 

receivers 
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APPENDIX B 



PROP* NOf^nAN -r I NALLAIJS 
DCPARiniNT ,0r nUSlNt.SS^ EDUCATION 
THH UNIVCf^SITY OF IOWA 
lOUA CITYf lOUA SDiV.a | 



0^ 



y /VND JOB 



HIRING STANDARDS A>JD JOB OPPORTUNITIES 
. FOR BEGINNING OFFICE WORKERS 



1, What typos of office jobw In your prganl^tatlon arc available to high«*tchool 
graduates with office training? (Chock one or more,) 



<5) 
(6) 
(7) 
(B) 
(9) 
(XO) 



Clerk-typiat. 
Filing clerk 
Mail clerk 
Keypunch operator 
Stenographer 
Receptionist^ 



(11) 

(12) 

(13) 

(lA). 

(15) 

(16) 



Transcrlbiiyi machine operator 

Calculating inochlne operator 

Computo/r operator 

inM MT/&J*opcrator , ' 

If^yroll Ji:lcrk 

Other (apoclfy) 



•2, PleAse indicate the skill 
worker^ foV the following 



requirements with respect to beginning office 

positions: . 

Typing Shorthand 



(17-27) Clerk-typist 
(28-38) Stenpg raphe r 
(39-49) Recci>^loni8t 



wpm 
wpm 
wpm 



for 
for 
for 



min* 
min* 
mini 



w/ 
w/ 
w/ 



errors 
errors 
errors 



wpm for 
wpm for 
wpm for 



min* 
mint 
min« 



3« Please indicate the monthly salary range. with respect to beginning office 
^workers for the following posltiohsu 



C50-55) Clerk-typist From. $ 

(56-61) Stenographer From $ 

(62'^67) Receptionist l^rom $ 









to $ 
io $ 
to $ 

































per month 
per month 
per. month 



— — \ 

4* .Please indicate how the skill requirements l*n 
the last fi^ve years* (Check one ot more.) 



'2'* above heve changed over 



(68) 
(69) 
(70) 



No change (71) 
Less need for shorthand (72) 
Increased ' typing speed 



Standards hA> 
Other (specifyl 



leen lowered 




5« What chsnges in hiring standards do you. anticipate in the next/ five. years! 
(k^heck one or mor^*) • ♦ • V 



(73) 
(74) 
(7$) 



No significant change (76) 
Less need for shorthand (77) 
Lower standards (78) 



Job requirements will be upgraded 
Need for more diversified skills 
Need for more BDP training 



6« 



In hiring beginning office i^rkersi would 
who had participated in a Cyooperativo c^Mlcc /education 
' schooli half day on Job) d/rlng high iKhool?^ 

(79) nU Ves 

Card n ' 



jrence to a student 
progTf^ (half day in 



<eo) 



Ho 



7. Which df the following machines^ aho^ul{d students be familiar with before 

eomlntt on the Jobt (Chock one^r^nore«) 0 

Tabulating 
Flcxowriter * 
Offset 

Other {specify): 



<i) 




Billing 


(10) 




Addressograph . 


(15) 


(6) 




Keypunch 


(11) 




teletypewriter 


(16) 


(7) 




Duplicating 


<12) 




Hierof liming 


(17) 


(8) 




Computer 


<u> 




Adding/CalcuUting 


(18) 


i9> 




Cird-o-type 






Varltype 





How ^(ih:h A(^t(\ pi'oconfilng kfiowle Jgc nntl h 
brlns with clicim? . (Check only oni>») 



should your new ofClce^worKere 



09) 
(20) 
.(21) 
(22) 



Introduction to DP-^acq-un 1 nt nncc^hlp unit 

No training cBHontlnl unlcMin omployoca ore to work In ji? area 
None required b^t Homo t rn Itiing he Ipf ul 

BrtBlc keypunch ak 11 L -doB i r od _ 



9* Plcoffe tndlcnu which of tho following ^imnn rclatiohn problems yci have 
oncountcrrd with regard to boginning of f ico workcrH* (Chock ono or tnprcv) 



(23) 
(2«) 
(25) 
(26) 



Lack of dibpondAb 1 U ty (27) 

Lack of /o»pon8iblU ty <28) 

UjibusfincAHlike 'manner (29) 

Inappropriate dress (30) 



LaoV of ambition (H) 

Lack of loyalty (32) 

Lack of respect (33) 

Popr use of time (34) 



Impoll tenets 
Abnentecl f(9> 
Poor grooming 
Tardiness ' 



Prom which of the following sources do you obtain most oif your employees'? 
(Check only one.) 



(35) 
(56) 



/s paper * advertisements 
State employment agenclco 



07) I Private employment agenieles^ . 
^3^^ ' 1 School placement serviced ^ 



11* How much orientation and in^-House training do you normally give beginning 
office workers? (39-Aiy QZO ^^V^ , 



12> On what criteria do you base promotion of beginning office workers? (Check 
one or more . ) . . 



(42) 
(A3) 
(«4) 



lime In service 
PC;rformance on Job 
Age 



(^5> |, , ^ , | Further education 



(46) 



Other (specify). 



X3. For what reasons other than lack of skills do y^u not hire a prospective , 
employee? (Check one 'or more.) 



(47) CZl Age 



(48) 



I I 

iZj 



Sex 



(49) 
(50) 



^1 I Personality ' 
Appearance 



(51) 
(52) 



|' I Lack of experience 



Other (specify). 



14* What .benefits 
one or moret ) 



£ re generally available to begjlnning office workers? (Check 



(53) 
(54) 
(55) 
(56) 



1 week vacation 

2 we^ek vacation 
Coffifie breaks 
Sick leave 



(57) 
(58) 
(59) 

/ 



Group life , insurance 
Group health insurance 
Other (specify) , , , „ 



IS* For what types of Jobs in your orgatllitation would you consider hiring young 
men with office training? (Check one or more.) . \ 



(60) 




Clerk-typiat 


(66) 




Tronscribing mttchlne operator 


(6.1) 




Piling clerk 


(67) 




Calculating machine operator 


(62) 




Mail clerk 


(68) 




Computer operator 


(63) 




Keypunch 'operator 


(69) 




IBM MT/ST operator 


(64) 




Stenographer 


(70) 




Payroll clerk 


(b) 




Receptionist 


' (71) 




Other (specify) . _ „, 



16* Which of the followirtt ata generally considered "taboo" In yout offlecyt 
(Chaek one or ndra.) 



(73) 
<74> 
(75) 



Smoklns at ddak (76) 

Chewing gun (77) 

Bating at desk. (78.) 

Vetry fashionable dress (79) 

<l.««i Mattisklris, boots) (80) 



Psntsutts for woiRtn 
Husband and'vifa in aane company 
Visiting axcept during braaka 
Reading booka, atc«» vhao not bu«y 
Othtr (spaci£»j , , . n. i ■ ■ . 
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